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Welcome!

• Please remain muted unless asking a question

• Use chat box (Q&A not enabled)

• For tech issues, use the chat box

• Recording will be posted to YouTube, along 
with a link to the slides
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● What is RIM? Why RIM?
● What is a record?
● Getting started

○ what's already been done?
○ records inventory
○ understanding your records - agency functions
○ your team
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Here is the streamlined information for submitting state publications to UGDL. Let me know if this looks okay or if you need clarification on anything. Feel 
free to modify as needed.

Submit your state publications for inclusion in UGDL

Why - agencies will comply with Utah Code 9-7-207 and provide easy, permanent public access to

state publications.

What - any new agency publication.

“Agency” means any office, department, agency, authority, commission, board, institution, hospital, college, university or other instrumentality of 
the state.

“Publication” means any information published as an individual document at government expense or as required by law that is intended for 
public distribution.  Such publications include but are not limited to a book, compilation, directory, document, contract or grant report, hearing 
memorandum, journal, law, legislative bill, magazine, map, monograph, order, ordinance, pamphlet, periodical, proceeding, public memorandum, 
resolution, register, rule, report.

“Electronic state publication” is a publication created or distributed by a state agency to the general public in digital format, for example on an 
agency website. 

How - publications can be submitted on an ad hoc basis or a monthly schedule.

For physically printed publications, please mail to the Utah State Library c/o Brian Tober.

For digital publications, please notify the Utah State Library of any new electronic document(s) by sending links or include an attachment to 
statepubs@utah.gov. In the email, please identify your agency and other relevant information.

For more information or guidance on submitting publications and using the Utah Government Digital Library, contact Brian Tober at the Utah State 
Library.

btober@utah.gov 

801-715-6752
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1. What type of agency are you 
with?

A. State agency
B. County
C. Municipality
D. Local district, interlocal, special district, or 

similar
E. Education (school, school district, university)
F. No agency (member of the public)

G. Other
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2. How much RIM experience 
do you have?

A. Brand spanking new
B. Still learning the ropes
C. Medium
D. I've seen a lot
E. I am a RIM guru
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What is RIM?
Why RIM?
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What is RIM?

Records and

Information 

Management

Records and information are assets and 
should be managed accordingly.
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If we treated money like we do 
records...
Is there anyone at RabbitHole who’s looking at the big 

picture of governing its money?

“Well, we’ve put together a group of folks to start talking 

about that. We call it our ‘Money Governance Committee.’... 

This is a big change for us – in the past, we’ve just hoped for 

the best on our money, and then swung into action 

whenever we noticed that a bunch of it has gone missing.”
Peter Sloan, "What if companies treated their money like their information?", Husch Blackwell, 2016. 
https://www.bytebacklaw.com/2016/01/what-if-companies-treated-their-money-like-their-information/

https://www.bytebacklaw.com/2016/01/what-if-companies-treated-their-money-like-their-information/
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Benefits of an active RIM 
program

1. Increased efficiency

2. Reduced cost

3. Reduced risk

4. Increased transparency

5. Better documentation of agency and state 
history
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1. Increased efficiency

"The more stuff jammed into a closet, the 
harder it is to find that winter scarf when 
it gets cold.

Tom Corey, Esq., “ROT or Not?”, Information Management Journal, Arma International, 
July/August 2017
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1. Increased efficiency
"The more stuff jammed into a closet, the harder it is to find that winter 
scarf when it gets cold.

"Enlarging the closet or building another 
closet will not necessarily make it easier 
to find that scarf.

Tom Corey, Esq., “ROT or Not?”, Information Management Journal, Arma International, 
July/August 2017
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1. Increased efficiency
"The more stuff jammed into a closet, the harder it is to find that winter 
scarf when it gets cold. Enlarging the closet or building another closet 
will not necessarily make it easier to find that scarf.

"A more efficient approach is to remove 
the things that are no longer needed – 
like the now-adult daughter’s 
elementary school backpacks and the 
long-unused yoga mats."

Tom Corey, Esq., “ROT or Not?”, Information Management Journal, Arma International, 
July/August 2017
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2. Reduced cost
Free your office and computer space - by 85%!

Tom Corey, Esq., “ROT or Not?”, Information Management Journal, Arma International, 
July/August 2017
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3. Reduced risk

$1.08 million
Average cost of a data breach (public sector)

231 days
Average time to detect a breach (public sector)

Cost of a Data Breach Report 2020, IBM Security, 2020. Accessed 5 February 2021. 
https://www.ibm.com/security/digital-assets/cost-data-breach-report/#/pdf 

https://www.ibm.com/security/digital-assets/cost-data-breach-report/#/pdf
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3. Reduced risk

“The retention schedule helps organizations 
throw out the proper pallets at the proper 
time and prove the propriety of doing so to 
anyone who questions them about it.” 

John C. Montaña, “What a Records Retention Schedule Is – and Why 
You Need One”, Information Management Journal, Arma 
International, March/April 2016
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4. Increased transparency
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5. Documentation of history
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Benefits of an active RIM program
1. Increased efficiency

2. Reduced cost

3. Reduced risk

4. Increased transparency

5. Better documentation of agency and state 
history

= Business Case
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6. Legal requirements - Chief 
Administrative Officer

•Establish records management program

•Appoint records officer(s)

•Ensure that they certify annually
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6. Legal requirements - records 
officer

•Care and Maintenance
Scheduling and Disposal
Classification and Designation
Providing access
Preservation

•Point of contact for working with the 
Archives
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Certifying Annually

•Every records officer (almost)

•Utah Code 63G-2-108
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Records Access

•GRAMA

•Classifying records

•Responding to 
GRAMA requests 
appropriately

There are 2 ways to certify

Records Management
• PRMA and GRAMA

• Understanding records

• Implementing retention schedules

You only need to take one test each year in order to certify.
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3. Which certification test is 
easier?

A. Records Access (GRAMA)
B. Records Management
C. I've only taken one, but it was hard enough!
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What is a record?
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Utah Code 63G-2-103 
(22) (a) "Record" means a book, letter, document, paper, 
map, plan, photograph, film, card, tape, recording, 
electronic data, or other documentary material regardless 
of physical form or characteristics:

(i) that is prepared, owned, received, or retained by a 
governmental entity or political subdivision; and

(ii) where all of the information in the original is 
reproducible by photocopy or other mechanical or 
electronic means

Definition of a record, as 
defined in GRAMA
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Definition of a record, as 
defined in GRAMA

• Information (in any reproducible form) 
prepared, owned, received, or retained by a 
government agency.

• Government agencies shall establish 
retention schedules for electronic records 
(Uniform Electronic Transactions Act, Utah Code 46-4-501 (2019))

https://le.utah.gov/xcode/Title46/Chapter4/46-4-S501.html
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Is this a record?

• Contractor’s records

• Social media

• Email

• Databases



Please mute your mic. Thank you!

Databases 

The database is not a government record, but 
contains government records
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Databases 

Your database provides structure for the records it 
holds.
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What is not a record?

•Personal emails and documents that are not 
work-related

•Temporary drafts created for personal use

•Books contained in a library

• Junk mail or spam

•Computer programs
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Drafts: Not a Record If...

• It's temporary
• It's created for government employee's 

(work-related) personal use

Utah Code 63G-2-103(22)(b)(ii)

Also see "Classifying Drafts" by Rosemary 
Cundiff

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S103.html
https://archives.utah.gov/opengovernment/drafts.html
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Drafts: Yes a Public Record If...
• It was circulated to anyone outside of the 

government entity
• It was not finalized but was relied upon to 

carry out an action or policy
• It contains empirical data and that data is 

not reasonably available elsewhere in 
similar form

Utah Code 63G-2-301(3)

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S301.html
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Is it a record?
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A. Yes
B. No
C. Not sure

4. Is it a record?
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A. Yes
B. No
C. Not sure

4. Is it a record?
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5. Is it a record?

A. Yes
B. No
C. Not sure
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5. Is it a record?

A. Yes
B. No
C. Not sure
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6. Is it a record?

A. Yes
B. No
C. Not sure
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6. Is it a record?

A. Yes
B. No
C. Not sure
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Getting started
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Scenario: 
You've inherited a 
mess—where do you start?
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7. Where would you start?
A. Go through the records and figure out what's 

there, making an inventory as you go

B. Search the office for any inventories or 

information that may already exist about the 

records

C. Call Archives

D. Get a new job

E. Other
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Where do you start?

1. Check existing RIM governance records

2. Inventory the records

3. Review agency functions

4. Identify your team
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1. Check Existing RIM 
Governance Records
• Any inventories, transfer sheets, retention 

schedules from previous people
• located on shared drive, in email, with 

physical files

• Archives website 
archives.utah.gov/rim/retention-schedules
.html

• State Records Center box report
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2. Inventory the Records
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2. Inventory the Records

Methods:

• by location (physical as well as digital)

• by type (hard copy, digital)

• by employee/section
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A Record Series is a Group of Records
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A Record Series is a Group of Records

Related in a logical way

• part of the same business process

• managed together

• have the same retention
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Detailed Inventory Form

• Record series title
• GRAMA designation
• Location
• Media/file format

• How long it's kept (retention) and 
how it's stored

• How it's disposed of (disposition)
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Inventory 
•What are they?

•Whose are they?

•Why are they? Why do they exist?

•When were they created?

•How are they now used?

•How many are there? Are there duplicates? and

•Where are they stored?
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Inventory 
•What are they?

•Whose are they?

•Why are they? Why do they exist?

•When were they created?

•How are they now used?

•How many are there? Are there duplicates? and

•Where are they stored?

•Can we read the files? How do we delete them?
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• Amount/volume
• Date range
• Quality (esp. if digitized or aged)
• Location environment
• Workflow involved
• Security & accessibility
• Copies: record, duplicate
• Copies: paper, digital
• Originating office
• Legal requirements
• Appraisal value & operational need
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● Take a deep breath
● Do what you can
● One step at a time
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8. Is it a record?

A. Yes
B. No
C. Not sure
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8. Is it a record?

A. Yes
B. No
C. Not sure
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9. Is it a record?

A. Yes
B. No
C. Not sure
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9. Is it a record?

A. Yes
B. No
C. Not sure
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Photographs of 
tattoos used to 
identify gang 
membership of 
prisoners when 
no gang 
membership is 
identified
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10. Is it a record?

A. Yes
B. No
C. Not sure

Photographs of tattoos used to identify 
gang membership of prisoners when 
no gang membership is identified
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10. Is it a record?

A. Yes
B. No
C. Not sure

Photographs of tattoos used to identify 
gang membership of prisoners when 
no gang membership is identified
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10. Is it a record?

A. Yes
B. No
C. Not sure
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10. Is it a record?

A. Yes
B. No
C. Not sure
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3. Review Agency Functions

▪ Map out your business processes

▪ Search all possible locations

▪ Multiple copies and formats

▪ Enlist help

▪ Document findings
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Understanding functions and 
resulting records

Governmental entities exist to carry out the public’s business

Beverly Hills City Council Meeting, undated
http://www.beverlyhills.org/search/website/?Q=government%20council%20meetings%20default
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Common administrative functions

•Human Resources

•Budgeting

•Policy creation

•Accounts Payable and 

Receivable

Understanding Functions

Unique business functions

•Mosquito abatement

•Safety inspection

•Medicaid eligibility screening

•Oversee horse races

•Facilitate economic development 
in the state
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Functions found in statute or 
ordinances

•Division of Archives and Records Service:
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Functions found in statute or 
ordinances
•Governor’s Office of Economic Development 
(GOED) example:
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Records Officer & 
RIM Specialist

RIM Specialists
Appraisal 

Committee
Subject Matter 
Experts / Legal

-Correspondence
-Notes
-Drafts

Discuss the 
records, their use 
and purpose, any 
legal requirements, 
format, etc.

Consulted as 
needed

Specialist creates 
series data file in 
database, all RIM 
specialists review 
the retention 
schedule

Review proposed 
retention schedule, 
may make 
suggestions

-Correspondence
-Notes

-Series data file
-Correspondence
-Feedback

-Retention 
schedule draft
-Meeting minutes

Creating a Retention Schedule
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-Correspondence
-CAO-signed copy

Update retention 
schedule as 
requested by 
Appraisal 
Committee, get 
CAO signature

Records Officer & 
RIM Specialist

Records 
Management 
Committee

RIM Specialist & 
RMC Chair

Review proposed 
retention schedule, 
ask questions, 
make 
recommendations, 
pass or not

Obtain RMC chair 
on approved 
retention schedule

-Meeting materials 
(submissions)
-Meeting minutes

-Correspondence
-RMC-signed copy

Confirm retention 
schedule passed, 
provide agency 
with RMC-signed 
copy 

Records Officer & 
RIM Specialist

-Correspondence
-RMC-signed copy

Creating a Retention Schedule
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Analyzing your functions and 
records



Please mute your mic. Thank you!



Please mute your mic. Thank you!

11. Is it a record?

A. Yes
B. No
C. Not sure
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11. Is it a record?

A. Yes
B. No
C. Not sure
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12. Is it a record?

A. Yes
B. No
C. Not sure
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12. Is it a record?

A. Yes
B. No
C. Not sure
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13. Is it a record?

A. Yes
B. No
C. Not sure
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13. Is it a record?

A. Yes
B. No
C. Not sure
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Issue:
You're trying to implement a 
RIM program, but no one 
seems very supportive

1. Who's on your team

2. Legal requirements

3. RIM benefits
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Getting started
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Your RIM Team

• Every employee contributes to RIM to some 
extent

• RIM involves many roles, not just the records 
manager, though one person may fill many 
roles
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Elements of 
a RIM 
program
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Elements of 
a RIM 
program
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Elements of 
a RIM 
program
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Elements of 
a RIM 
program
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Elements of 
a RIM 
program
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Elements of 
a RIM 
program
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Elements of 
a RIM 
program
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Assign & train staff members
•Determine who will

• Track each copy, especially the record copy

• Monitor retention

• Destroy and document

•Keep instructions simple and clear

•They need to understand the roles that they play 
in the management of your agency’s records
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Training ideas
• Show real-world examples of consequences 

(negative or positive) of following (or not) RIM 
policies/procedures

• Share facts during staff meeting or in newsletter
• Post information on the fridge or in bathroom
• Bring chocolate to RIM discussions
• Make it fun / attractive
• Videos with staff acting out situations
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Team Effort

● Create a business case to show value of RIM

● Be an expert

● Certify

● Identify team members

● Consult legal/risk/auditor
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14. Is it a record?

A. Yes
B. No
C. Not sure
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14. Is it a record?

A. Yes
B. No
C. Not sure
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15. Is it a record?

A. Yes
B. No
C. Not sure



Please mute your mic. Thank you!

15. Is it a record?

A. Yes
B. No
C. Not sure
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16. Is it a record?

A. Yes
B. No
C. Not sure
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16. Is it a record?

A. Yes
B. No
C. Not sure
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Questions?

mailto:reneewilson@utah.gov
http://archives.utah.gov/rim/records-analysts.html

